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Online Forms 
Users Guide 

 

Your forms will all be available under your user account, letting you access them, view them, add 

attachments to them, and edit them. 

 

Online Forms provides the ability to save your forms, edit them as desired prior to submission, 

then submit them in batches as a single transaction which will drastically reduce the number of 

transactions for the majority of Online Forms users. 

 

Online Forms receipts itemize all of the forms submitted durin g a transaction allowing you to 

easily keep track of all the forms you submit.   

 

A separate link is provided in transaction emails to each submitted form in addition to a link to 

the itemized receipt. 

 

This documentation provides information on the featur es and use of the new Nevada Division of 

Water Resources Online Forms site. 

 

 

If you require any addition information, please contact the Nevada Division of Water Resources 

at 775-684-2800 between the hours of 8 am and 5 pm, Monday through Friday. 
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How To Create a User Account  

To support the ability to save forms and submit them in batches, you must first create a user 

account.   

After its creation you will use your username and password to log into the new Online Forms 

site (see Figure ).  You need to retain your user name and password for future logins.  

All forms created will be linked to a single user account. You cannot link forms to multiple users. 

When you first come to the Online Forms site, the login dialog provides you links to  create your 

account as well as retrieve a lost password. 

 

Figure  

 

To create a user account,  

1. Click the Create Account link. You will be taken to the Create Account page (see Figure 

).   

 

 

2. Enter your username 
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Figure  

 

3. Enter and confirm a password 

 

4. Select a security question 

 

5. Enter a response to the security question 

 

6. Enter a First Name 

 

7. Enter a Last Name 

 

8. Enter a Phone Number (Optional) 
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9. Click the Create button to create the account. You will be returned to the Login dialog.  

 

10. Click the Create button and you will be returned to the login dialog.  

 

11. Enter your user name and password to continue to the Online Forms home page. 

 

Note that y ou can manage your account information after you login by clicking on the 

navigation bar option . 
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How To Reset a Password  

 

If you lose your password, the Forgot Password link on the Login dialog provides a way to 

retrieve a new password and continue a login. 

1. Follow the steps in the Password Recovery dialog (see Figure 3) by entering the username 

and clicking the Next button.   

 

 

Figure  

 

2. Enter the answer for your security question (see Figure ), and click Next. 
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Figure  

 

 

3. After all the steps, you will be notified that a new password has been sent to your email 

address (see Figure ).  

 

Figure  

 

Note that the system will send the new password to the email associated with your 

username when the account was created. 

 

4. Click the Return to Login Page button to return to the login dialog. 
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How To Submit a new Extension Form 

 

Submitting a new Extension Form usually begins at the Home page.  

Sometimes you might want to take advantage of the Duplicate Form functionality  to create a 

new form.   

In either case, submissions can be done for a single form exactly how it was done in the original 

version of Online Forms, or you can submit multiple forms in a single transaction.  

After reading this section, you can fine more in the section called What Is Home . 

This proceeds though the forms list on the Home pa ge and through its submission functionality 

(the same as was available in the original Online Forms site).  

 

For information on how to submit multiple forms, see the section called How To Use M y 

Pending Forms . 

. Go to the Home  page and select your desired form and click its link. You will be taken to the 

entry form  (see Figure ).  
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Figure  

 

. Fill in the presented form.  
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Figure  

 

 

3. The final section for each entry form requires checking the certification checkbox, filling out 

the address information, and providing and confirming an email address that the Online 

Forms system will send your completed form(s) and receipt. 

 

Figure   
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4. After filling in the form, you can Save the form and continue with the transaction by clicking 

the  button.   

 

The Save and Continue button option runs all validation for the form  and allows you to submit 

the form in a transaction.   

 

If you select the button  when saving a form, it will be saved but the validation run on 

the form is minimal .  

  

Also when the button is clicked, checking the certification checkbox is not required. 

Therefore a saved form cannot be submitted until the Save and Continue button has been 

clicked.  

 

However, saving a form will allow a user to work on a form over time as you can reload any 

saved, unsubmitted form from the My Pending Forms section of the On line Forms site any 

number of times. 
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How to View Submitted Forms 

Submitted forms are those that have been created and included in a transaction. There are 

multiple ways to view submitted forms, and to utilize them for new form submissions. They 

include: 

1. My Completed Forms which provides a listing of all your sumitted forms (see Figure ). For 

more information see the section called How To Use My Completed Forms . 

 

 

Figure  
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2. Duplicate Form which allows re-loading of existing forms to create new forms (see Figure ). 

For more information see the section called How To Use Duplicate Form . 

 

 

Figure  

  



14 

 

. Dashboard which allows you to search for a form youõve submitted by filter criteria (see 

Figure ). For more information see the section called How To Use Dashboard . 

 

 

 

Figure  

  






































































